DoD 1400. 20-1- M
CHAPTER 3
PRI ORI TY PLACEMENT PROGRAM
ELIG BILITY AND REGQ STRATI ON

A GENERAL PQOLI CY

1. The Priority Placenent Program provides the primary nethod of
registration and referral of DoD personnel for placenent consideration
at DoD activities within the United States and Puerto R co, who are:

f a. scheduled for involuntary separation by reduction-in-
or ce,

b. scheduled for involuntary furlough for a period of 6
mont hs or nore,

c. schedul ed for denotion by reduction-in-force,

d. schedul ed for separation due to declination of functional
transfer outside the commuting area or whose positions have been
rel ocated outside the comuting area but wwthin the conpetitive area,
and who are not on a nobility agreenent,

e. satisfactorily conpleting a tour of duty or equivalent in
a foreign area, territory, possession, or in the states of Al aska and
Hawai i .

For registration of overseas displaced and nondi spl aced enpl oyees, see
Chapt er 6.

2. Registration Eligibility. The Priority Placenent Programis
i nvoked whiTe eltgibles are still enpl oyed. Di spl aced enpl oyees with
career/career-conditional status and excepted enpl oyees wth personal
career/career-conditional status whose job performance and conduct are
sati sfactory under the registering activity's performance eval uation
system and who neet one of the following criteria may be registered:

a. Enployees who are to be adversely affected by R F or
declination of functional transfer. Such enpl oyees include part-tine,
intermttent, seasonal or on call enployees wth status as descri bed
above, as well as enployees scheduled for furlough for 6 nonths or
nor e.

b. Full-time enployees who decline a part-tine position
of fered under RIF procedures or such enployees who decline a part-tine
position at the losing activity followng declination of an out-of-
area functional transfer. Such enpl oyees being separated after
declining the part-tine % offers will have PPP registration
eligibility just as though the part-tinme work had not been offered .
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c. Enployees receiving retained grade benefits who are
‘i1 npacted by subsequent Reduction-in-Force action, either separation or
placenment resulting in further retained grade benef its, nay be
registered under the nost recent of these actions for the highest

grade to which they have retained grade entitlenent. The three GS
grade registration limtation will not be applied to the highest
retai ned grade when this limtation will prohibit the enployee from
registering for current grade. ( For exanple, an enployee whose

retained grade is GS-9 and who is «currently assigned to a GS-5

position, may be registered as the result of a subsequent R F action
down to and including the G55 l|level, even though it is nore that

three G5 grades or equivalent below the GS-9. ) For involuntary
registrants, the retained grade, the grade of the current position and
all intervening grades nust be included. Regi strants so affected wll

have their priority determned on the basis of cunulative grades
downgr aded.

d. Enployees who are eligible for and take D scontinued
Service Retirenent, as result of R F or declination of functional
transfer and who are still Interested in continued enploynent.
Regi stration nust be effected prior to the date of retirenent.

e. Enployees eligible for Optional Retirenent, but who are
also eligible for and elect to take Di scontinued Service Retirement
under the conditions cited above, provided they desire continued
enpl oynent wi thin DoD.

f. An otherwise eligible registrant who resigns but desires
conti nued Federal enpl oynent. (Rel ease date, elenent 45, should be
one year from resignation date if a resignation occurs prior ¢to
schedul ed separation)

9« For other eligibles, see Chapter 6 and the Appendi ces.

3. Registration Eligibility for Excepted Service Positions.
Enpl oyees occupying excepted service positions who do not have
personal conpetitive status my register in the PPP for excepted
service positions. A qualifier nmust be included in elenment 42 or 43
of registration to show “Available for Excepted Service Position
Only. "

4, Registration Ineligibility. The fallowing categories of
enpl oyees are not el igible to register or, Iif registered, nust be
renoved fromthe Priority Placenent Program

a. Enployees whose job performance is 1less than fully
successf ul under the registering activity performance evaluation
system or whose performance beconmes |ess than fully successful after
registration, regardless of the rating of record .
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( 1) An enployee whose performance is in question at the
registering activity is considered to be less than fully successful
for registration purposes. The enpl oyee’s perfornmance becones in
question when the registering activity has know edge that the
enpl oyee’s current or past performance directly and negatively inpacts
on his/her aualifications, eligibility or suitability for registration
(i.e. ‘a nexus can be established between the specific deficiency and

registration eligibility as described in paragraphs B11 and Bl2
bel ow)

(2) 1In cases of recent | ess t han satisfactory
performance, the enployee wll not be registered until satisfactory
performance has been subsequently denonstrated for a reasonable period
of time (normally 90 days)

b. Enpl oyees whose conduct i s unacceptabl e.

(1) An enployee’s conduct 1is unacceptable when the
registering activity has know edge that the enployee’ s current or past
conduct has directly and negatively inpacted his/her qualifications,
eligibility or suitability for registration (i.e. determne that a
nexus exi sts between the m sconduct and registration eligibility)

(2) In cases of recent m sconduct the enployee wll not
be registered until acceptable conduct has been denonstrated for a
reasonabl e period of tine ( based on the nature of the offense ) , or the
enpl oyee’ s successful adjudication, or a favorable determ nation of
finding in a directly related conplaint has been nade.

NOTE Conmponent, Regional and Zone Coordinators are available for
assisting 1in questionable cases. Activities are encouraged to
establish procedures for ensuring that an enployee’s perfornmance and
conduct are acceptable prior to registration. It may al so be prudent
I n sone cases to obtain information from investigative bodies, e.g.
crimnal investigative division, security police or the inspector
general’s off ice. Regardl ess of the procedure, deci sions on
performance or conduct ineligibility should be mde wth full
| nformation and with good judgnent. Violations of these policies by a
registering activity nmay necessitate corrective action, including but
not limted to, liability for all PCS costs to return the registrant

to the fornmer duty station and other rel ated expenses.

c. Enployees who have applied for disability retirenent,
until such retirenment has been di sapproved .

d. Enpl oyees who are eligible for and elect optional

retirenent. NOTE : Regi strants who, after registration, elect any
form of optional retirement; apply for disability retirenent; or
agai nst whom an adverse action or official notice of |ess than
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satisfactory performance is initiated, wIll be renoved from the

Program by the registering GCuvilian Personnel Ofice upon the
initiation of such action.

e. Reenployed annuitants serving at the will of t he
appoi nting officer.

f.  Nonappropr iated fund enpl oyees.

9« Enployees serving under time Ilimted appointments, oOr
overseas limted appointnents either of indefinite duration or limted
term (Note: An otherwise eligible registrant who accepts a position
of atinme [imted nature and who has not noved his or her household in
connection with the tinme limted position retains Priority Placenent
Programeligibility)

h. Enployees who accept part-time or tenporary Federal
enpl oynment outside the |abor market area of the releasing activity and
who elect to have the novenent of household goods at the expense of
t he Federal Governnent.

. Excepted appoi nt ees who do not have per sonal
career/career-conditional st at us unl ess currently occupying an

excepted service position and registering for other excepted service
posi tions.

j. Enployees who are eligible for registration for Attorney
GS-905 positions only.

k. Enpl oyees who are tenporarily physically incapacitated.
Such enpl oyees nust have their registration deferred until such tine
as they are available to performduties at the full performance |evel
provided their period of eligibility has not expired.

1. Enployees wh o are eligible for and take Di scontinued
Service Retirenment, as a result of a Notice of Job Abolishment, |o0se

their entitlenent for registration. NOTE: Paragraph A2d above allows
registration if the Discontinued Service Retirenent is due to RIF or
declination of transfer of function. The enployee nust be counsel ed

as to the difference between paragraphs A2d and A4l.

5, Period of Registration (For Overseas Enployees see Chapter 6
and for Retal ned G ade enpl oyees see Appendi X B)

a. Enpl oyees scheduled for separation/furlough wll remain in
the pPp until they are placed, decline a valid offer, are otherwise
del eted, or for 12 nonths after date of separation/furlough, whichever
occurs first. They nust be schedul ed for separation because of:

(1)  RIF.
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(2) Declination of transfer of function outside the
commuti ng area.

(3) Involuntary furlough for 6 nonths or nore.

(4) Declination of offer of RIF reassignnent or denotion
in the same conpetitive area, but outside the commuting area, provided
they are not on a nobility agreenent.

5 ) Declination of an offer of denotion resulting from
RIF or declination of functional transfer. | f separated as a result
of the declination, they may continue in the Program Wth the sane
priority for 12 nonths "after separation, unless ‘deleted for other
r easons.

b. Enpl oyees scheduled for denotion under RIF will remain in
the Program wuntil they are placed, decline a wvalid offer, are
ot herwi se deleted, or until the effective date of the position change,
whi chever occurs first.

c. Displaced enployees involuntarily registered wll remain
in the Program until their separation date, unless they are placed,
decline a valid offer, or are otherw se deleted .

d. Any PPP registrant who accepts a permanent continuing
position in the Federal service or Wwho accepts a non-pernanent
position, when the losing or registering DoD activity pays PCS costs,
w1 be deleted fromthe DoD PPP.

6. Referral Priorities

a. Enployees will be reg istered and referred for placenent
wWth a nuneric priority. A designated priority is assigned according
to registration eligibility (see Para A2 above) . Priorities wll be

assigned as foll ows:

(1) Priority 1 -

(a) Enployees scheduled for separation by RF
wi t hout an offer of continued enpl oynent.

(b) Enpl oyees involuntarily furloughed for 6 nonths
or nore.

(2) Priority 2 -

(a) Enpl oyees scheduled for denotion by RIF of two
(2) GS grades, or the equivalent, or nore.
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(b)  Nondisplaced overseas enployees conpleting one
or nmore overseas tours and the position to which he/she has return
rights is abolished and his/her return would initiate a RIF resulting
in a separation or denotion at the stateside activity where return
ri ghts exist. (An Awll be entered in elenent (48) on DD Form 1817
I f the stateside position has been aboli shed)

(c) Nondisplaced overseas enployees conpleting one
or nore overseas tours or who are wwthin s ix nonths of neeting their

five year limtation with return rights to a lower grade or who have

no return rights. (Priority two (2) for conponent only, enployee wll
be referred as a priority three ( 3 ) to other conponents)

_ ~(d) Enployees who decline offers of functional
transfer involving relocation outside the commuting area.

(e) Enpl oyees who decline offers of RIF reassignnent
or denotion outside the commuting area but within a conpetitive area,
and who are not on a nobility agr-cenent.

(f) Ar Force Status Quos (Appendix F) after all
ot her priority 2s.

(g Arny MIlitary Technicians (Appendix J) after all
other priority 2s.

(h) Enpl oyees denpted by reclassification of two or
nore GS grades or” the equivalent. (Applies to Retained G ade Program
only) .

(i) Denoted enployees whose conputed annual salary
s less that the fourth step of GS-1.

( j ) National Guard Technicians (Arny and Air Force
| nvol untary separates ) . (Appendi x K)

(3) Priority 3 -

(a) Enpl oyees scheduled for denotion by RIF of less
than two GS grades or the equivalent.

(b) Enpl oyees who decline an offer under’ RIF of |ess
than two (2) GS grades or the equivalent and are to be separated.
Such enployees wll have their priority converted by the computer and
referred as a priority two (2) ‘to all-activities during the specific
noti ce peri od.

(c) Eligible nondisplaced overseas famly nenber
enpl oyees.
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(d) National QGuard Technicians (D sability Placenent
Program. ( Appendi X G)

(e) Panama Canal Comm ssion enpl oyees conpleting the
three year limtation. ( Appendi x E)

(f) Eligible Army Fam |y Menbers. ( Appendi x A)

(9) Enpl oyees denoted by reclassification of |ess
than two (2) Gs grades or the equivalent. (Applies to Retained G ade
Program onl y)

(h) Eligible Military Spouses. (Appendi x |)

b. Enployees who elect separation in lieu of RIF demotion by
resi gni ng under notice and who desire registration under the PPP w ||
be registered for the priority to which they are entitled (had they
accepted the denotion) both during the notice period and follow ng
separ ati on.

7. Determning Priorities Involving Gade Denotions

a. Displaced enployees affected by a sinultaneous transfer of
function and RIF denotion who decline the |lower grade position wll be
assigned the highest priority to which entitled. They wll be
permtted to register only for activities closer than the place of
functional transfer. Zone Coordinators nmay nake exceptions to expand
the area of referral on an individual basis.

b. For purposes of determ ning the nunber of grades denoted
bet ween CGeneral Schedule (GS ) and Federal Wage System ( FW5 ) positions
or between FWS positions, the General Schedule wll be used. A
conparison wll be nade between the present FWS grade representative
rate (normally 2nd step for FW5) and the fourth steps of the GS
salaries. The G5 grades with the nearest fourth step salary will be
used to determ ne the nunber of grades to be denoted . Example: A W&
11 is being denoted to W5 7. |f the second step of the WG-11 is
$26, 922.30 and the WG-7 is $23,.374.40, the $26,922.30 cones nearest to
the fourth step of a GS-9, which is $27, 177.00. The $23, 374. 40 cones
nearest the fourth step of a GS-7, wh ich is $22,214.00, which
constitutes a two grade denotion for Priority 2 registration.

c. The priority and |owest grade to which registration will
be permtted for persons occupying GS positions, who are offered a
part-tinme position in |lieu of separation by RIF, or after declination
of transfer of function, wll be determned by conparing the
representative rate (Step 4 ) of the full-tinme permanent position with
the representative rate of the grade nearest the conputed annual
salary of the part-time position, For exanmple , if a full-tine
permanent GS-5 representative rate is $17, 937 and the offer is to a 36
hour part-tinme GsS-5 position with a conputed annual salary of $16, 080,
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.the nearest representative rate would be Gs-4. Hence, a one grade
denotion has taken place allowing a Priority 3 designation and
registration eligibility at the G55 |evel.

(1) Wien the change is to a different pay system or when
both the full-time and part-tine positions are in the Federal Wage
System the priority and |lowest grade to which registration wll be
permtted wll be determned by conbining this rule wth that set
forth in paragraph b above. For exanple, if the full-tinme permnent
position is GS-7, with a representative rate of $22,214, and the offer
Is to a 36 hour per week WG-5 position, the conputed annual salary
based on the W5 representative rate, Step 2, $10.34 per hour, or
$19, 356. 48 would be GS-6. Hence, a one grade denotion has taken place
allowng a Priority 3 designation, and registration eligibility at
grades GS-6 and 7. Additionally, since the conputed annual salary in
this case is nearest the representative rate of WG-2, registration
could also be effected at the W53 through 5.

(2) The annual salary of the part-tinme position is
conputed by nultiplying the nunber of hours worked per week by 52, and

then nmultiplying that result by the hourly pay of the representative
rate of the position grade.

Exanpl e:
Step 1 - Hours worked per week = 36
Weeks in year = X 52
12
180
Annual hours worked = 1,872
Step 2 - Annual hours worked = 1,872
Hourly pay, represent- X $10. 34
ative rate of part-
time position
Conput ed Annual
Sal ary $19, 356. 48

d. \Wenever there is a salary rate change for any pay plan,
you nmust review all affected current registrations for possible
priority change.

e. Full-time enployees who decline a part-tine position
of fered through RIF procedures, or after declination of transfer of
function, wll have entitlenents in the Priority Placenent Program
|f the enployee is separated after declining the part-tine position,
registration eligibility would be the sane as though the part-tine
posi tion had never been offered.
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B. REGQ STERI NG ACTI VI TY PROCEDURES

1. Displaced enmployees wll be accorded maximum placenent
opportunity.

2. An eligible enployee is entitled to be registered upon receipt
of a specific advance notice. Regi stration may take place prior to
receipt of a specific advance notice, at the discretion of the
activity head or desi gnee, when such action is consistent with
m ssion requirenments. For early registrants, all of the follow ng
condi tions nust be net.

a. The enployee wll be adversely affected by R F or
declination of functional transfer.

b. The authorized priority can be determned ( in the case of

transfer of function, the enployee nust have declared in witing an
intent to decline the transfer)

c. The timng does not conflict with any established or
approved registration dates by a higher headquarters wthin the
conponent , e.g., those contained in the approved reduction or
real i gnnment pl an.

d. Registration is extended to a 1 activity enployees
simlarly affected.

3. PPP registration is mandatory during the notice period and for *
one year from separation for enployees who have entitlenent to

severance pay. . These actions usually stem from either failure to
accept relocation out of the commuting area associated with a transfer
of function or a RIF separation. Area of referral wll include the

registering activity and any other activities wthin the conmuting
area Wth positions that match the enployee’s qualifications.
Regi stration wll be for the full range of skills for which the
enpl oyee is qualified (up to five), and wll normally include the
current skill  Such registrants are reauired to resister down to and «
including two grade or “pay levels below their current grade or |evel *°
(e.g. a GS-9 registrant wll be mandatorily registered for G59
through GS-7 positions) . | n accordance with the Ofice of Personnel
Managenent regul ations, (Federal Register/Vol. 55, No. 38) severance
pay is denied if a person while still enployed refuses a “reasonabl e”
job offer which is defined as a job within the enployee’s comuting
area, at the sanme tenure and work schedule and at no |lower than two
grade or pay |levels below the enployee’s current grade or level. Only
t hose enpl oyees serving in supervisory or managerial GM positions wll

be mandatorily registered for supervisory/managerial |evel positions
respectively.
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a. If it Iis determned that an activity does not enploy the
registrant’s skills, i1nvoluntary registration should not include that
activity. An enployee will not be involuntarily registered if_ there

are no activities wthin the enployee’s comuting area that utilize
the enployee’s skills.

b. The separation date for involuntary registrataions is the
date the enployee is to be separated from the activity rolls. The
rel ease date wll be 12 nonths followng the date the registrant is to
be separated fromactivity rolls.

4, The civilian personnel office of the registering activity wll
determ ne which activities are considered to be wthin the enpl oyee’s
commuti ng ar ea. Each determnation will be made on an individual
basi s, based. upon residence, availability and cost of public
transportati on, conveni ence and adequacy of highways, and travel tine
required to go to and from work.

5. If problens are encountered in determning conuting area for
an enpl oyee being involuntarily registered, assi stance can be obtai ned
from Regi onal or Zone Coordi nators.

6. Registration outside of the enployee’s comuting area is
voluntary on the part of the enployee. Al l enpl oyees should be
counseled that all skills and grade levels wll be referred to all
activities for which registered, including activities which utilize
the skills which are determined to be in the enployee’'s comuting
ar ea. Cvilian personnel offices may wish to include a statenent in
specific notice letters to advise enployees of this requirenent.

7. When a PPP registrant scheduled for separation declines an
offer outside the commuting area during the specific notice period,

the registration will be changed to delete activities |ocated outside
t he commuting area. |f a registrant is registered for a grade | ower
than current and subsequently declines a lower grade offer, the
registration will retain only the registrant’s current grade for all
skills registered. | f such a registrant declines an offer at current
grade outside the commuting area, the registration wll be changed to
retain the current and |ower grades and commuting area activities
only. These changes will be acconplished through file naintenance
process. Commuting area of referral is required under paragraph B3
above.

8. Enployees who are to be denoted as the result of R F or
acceptance of a functional transfer may be registered in the PPP for
consideration at other DoD activities in accordance Ww th the
priorities designated in paragraphs A6 and A7 above. The enpl oyee may
be registered for the equivalent of three GS grade 1levels below
current grade down to and including that grade which is imrediately
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above the grade to which being assigned. Exanpl e:  An enpl oyee who is
schedul ed for reduction froma GS-11 to GS-7 could be registered for

G ades GS-8 through Gs-11. |f no offer is forthcomng within the
enpl oyee’s notice period, the enployee is to be renoved fromthe PPP
at the tine the assignnent is effected to the G5 7 position. | f the

registrant declines to accept the denotion and is separated, he/she
retains the sane priority, as described in paragraph A6 and A7 above,
but wll be entitled to remain in the Program for one year follow ng
the date of separation, unless placed or otherw se del eted.

9. Higible enployees wll be counseled on the PPP, their
obligations wunder the Program and provided with infornmation on DoD

activities wthin the area established by the civilian personnel
office for initial registration.

a. Enpl oyees displaced by RIF within the United States and *

Puerto Rico Wil normally be registered for referral to a mninmm
nunmber of activities, wthin the zone, nearest the individual’s duty
station, i kely to provide an accept abl e j ob opportunity.

Regi stration for activities in an adjoining zone that are of equal
di stance from the enployees duty station to the furthernost activity
selected in the zone may be included in the initial area of

referral. Under these circunstances, neither initial registration
outside the zone nor subsequent expansion of the area of referral wll
require zone coordi nator approval. However, when the registrant’s

area of referral extends beyond 250 mles fromthe registrant’s duty
station and into a different zone then zone coordinator approval is
required. Wthin the area of referral the individual nust normally be
wlling to register for all DoD activities which utilize his/her
skills. This is done by reviewing the skills index in DoD 1400. 20-2-M
to determne which activities have equivalent skills and registering

the individual for these intervening activities. The intent of this
provision is to avoid skipping over activities or states and
registering for nore distant activities. In identifying the area of
referral, good judgnent nust be applied in satisfying the enpl oyees’
ability to relocate and identifying activities likely to provide the

maxi mum opportunities for job placenent.

b. The PCS costs to locations wi thin this area of referral
w il be paid in accordance with the Joint Travel Regul ations, Vol une

II when the registrant | ocates another DoD or other Federal position
on his/her own initiative.

c. Registration of eligible enmployees wthin the United
St at es and Puerto Rico who decl i ne functi onal transfer/RIF
reassi gnnent outside the comuting area at their current grade, wll
be limted to registration for referral to activities |ess distant
fromthe releasing activity than the act ivity to which the functional
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transfer/RIF reassignnment was offered . |f there is adequate |ead
time, it may be desirable to limt registration of transfer of
f unct ion/RIF reassignnment declinees to activities within the 1local
commuting area if placenent possibilities exist. Such registration

should be for a short period of time ( 30 days) before expandi ng the
area of referral to areas involving PCS noves.

d. The registering activity wll be included in the area of
referral for every displaced enployee located in the commuting area of
the servicing activity.

e. Wien an enployee has a duty station in a different zone

than the registering activity, the enployee may be registered for re-
ferral as stated in paragraph B9a above.

10. The PPP provides the capability to effect registration of
el i gi bl e enpl oyees at individual DoD activities, or all DoD activities
within any broad area - state(s) , region(s) , or zone(s) . There nust
be a civilian personnel office determnation that such registration is
necessary, and there nust be reasonable assurance that the enpl oyee

wll, in fact, accept an offer at any DoD activity within the broad
ar ea.

11. Enployees nmay be registered for up to five skills, but
normally not nore than three occupational series for which they fully
meet the “appropriate qualification standards and for the highest grade
| evel which does not exceed their current permanent grade, or their
retained grade, if appropriate.

12. Enployees are to be registered only for positions for which
they are sufficiently well qualified to be conpletely acceptable in

such positions at the registering activity. This wll normally go
beyond X-118 qualification standards. As a mninmm enployees are to
be registered for their current skill. Exceptions to this require
approval of the Zone Coordi nator. M ni mrum qualification standards

used for RIF assignnent are not to be wused for qualification
determnations in the PPP. As a general rule, a significant factor in
the selection of skills for registering is recency of experience.
This factor will be considered carefully in the skill registration
process. In order to be “sufficiently well qualified ," as reflected
above, the registrant should be able to satisfactorily perform the
duties of typical positions in the skill for which registered with
orientation only. Ext ensi ve traini ng should not be required. Under
no circunstance will a person be registered in the Program for a skill
for which that person does not neet all qualifications and | egal
requi rements, including normal physical requirenents.
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13. An expeditious nethod of providing placenent consideration for
a voluntary registrant is to initially register that enployee for the
current position and gr ade, then later, add skills by file
mai nt enance.

14. Registration in the Program can be effected for G5, WG and W,
(Grade 15 and below), W5 (Grade 19 and below) , and special Wage G ade
pay systens, e.g. , W, W, WK, etc. , with applicable grade |evels. GM
enpl oyees may be registered for any appropriate pay system and grade,
and when registered for GS jobs, the statenent “Available for GV
Position” must be included in Element 42 or 43 on DD Form 1817 when
the registrant is available for such positions.

15. Enployees may not be registered at grade l|levels to which
tenpo rarily pronoted.

16. Excepted enployees eligible for registration (see Para A2
above) may be registered only for those positions no h igher than the
hi ghest grade for which they may be reinstated in conpetitive service
and not to exceed current grade. Except ed enpl oyees w thout personal
conpetitive status see A3.

17. Enpl oyees scheduled for separation who are available for
tenporary positions of one year or less duration in their conmmuting
area Wwll be identified by entering “T" in Elenent (33) , D splaced
Enpl oyee Program on the DD Form 1817, PPP registration.

18. Enpl oyees may not be registered for nore than three acceptable
GS grades, or the equivalent, belowthe level of the position held at
the tinme of registration. The nunber of grade | evels between GS and
FW5 positions or between special pay category Wage G ade positions and
other FWS positions will be determned by formula in paragraph A7b
above. Ceneral  Schedule enployees may be registered for those
acceptable Wage G ade positions and grade |levels for which fully
qualified and the gaining activity wll make the determ nation whet her
an offer constitutes a pronotion based on their |ocal wage schedul e.
Wage G ade enpl oyees should be registered only for GS positions and
grade | evels which have the sane or |ower representative rate and for
whi ch the enployee’s pay can be fixed at a rate which is the sane as
or lower than the rate paid in the W position held at tine of
registration, Pronotions will not be affected through the PPP, except
I n the unusual circunstances when pay settlng policies require that
the nature of action be called “pronotion”.

19. Enpl oyees available for GS supervisory positions will be
Identified by entering “Available for Supervisory Position” in the
Special Qualifications spaces on the DD Form 1817, PPP Regi stration.
This special statenent is not required for W5 supervisory positions
since pay group W5 (\Wage Supervisor) | dentifies registrants qualified
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for Wage Grade supervisory positions. Enpl oyees with entitlenent to
severance pay upon separation, serving in supervisory positions -at the
begi nni ng of the specific notice period, wll be registered

mandatorily for supervisory |level positions.

20. Individuals being registered for GMor GS positions are to be
regi stered under the follow ng guidelines.

a. At the tinme of PPP registration, the statenent “Avail able
for G wll be coded in the Special Qualifications spaces on DD Form
1817 when the enployee is indeed avail able for GM positions.

b. Enpl oyees schedul ed for Rl F separation who have
entitlenment to severance pay nust be registered in the PPP for one
year from separation and for their ~current pay group and grade
| evel . | nvoluntary registrants are required to register down to and
including two grade |levels below their current grade or |evel.

Referral will be nmade to all activities in their conmuting area that
use their skills.

c. GM & GS enployees who are supervisors at the time of R F
separation not ice must be registered wth the “Available for

Supervisor" statement. The use of the statenent “Available for GV
for GV enployees is likewse required for mandatory registration
during "the specific notice period. The use of either of these

statenents after the separation date is optional with the enpl oyee.

d. GM enployees will be identified under the GS pay group
desi gnat or. Use of GS only for skills identification will allow for
entry of up to five skills w thout duplication.

EXAMPLE: An eligible enployee fully qualified for Gw 343-14
and GS-343-14 will be registered as GS-343-14. Under this procedure,
only one of the five available skills entry lines is used allow ng for
entry of up to four nore series, grade, and option designators for
each registrant.

21. Registration for Special skill identifiers. There are three
broad skill 1dentifrer codes which may be used to effect maxi num
referral possibilities for enployees qualified for and willing to
accept any one of a wde range of positions and grades. Enpl oyees
shoul d be made aware of the broad cat egory of positions covered. These
identifiers are not to be used in lieu “of registration for specific
series, but may be used to afford maximum referral possibilities.

a. Gener al and Adm nistrative Support GS-300, Gades 1
t hrough 4. Regli stration procedures ftor enployees who are qualitied

and available for occupational series covered by opM's X-118 Ceri cal
and Adm nistrative Support Standard, at grades Gs-1, 2, 3, or 4, are

as follows: 1) GS-300 w thout an option code will be used for
enpl oyees who are available for all series covered by the standard
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that do not require specific proficiency ( i.e. typing, Steno, etc) .
2) GS-300 with an appropriate option code (i.e,. typing-TYA,
St enography -STC, or Data Transcribe r-DAT) will be used for enpl oyees
who are available for all covered series wth the sanme proficiency
requi renents or option codes (i.e. Gs-300 TYA should be used for
enpl oyees available for any occupational series covered by the
standard which requires typing proficlency) . Enpl oyees registered for *
GS-300 TYA will also be referred for GS-300 wthout options. 3)
Enpl oyees who do not desire consideration for all series, but who want
cons ideration for one or nore specific covered series, nust be
regi stered for each individual series on separate skill lines ( include
option code as applicable)

b. General Wage Gade - WwWG-00000, Gades 1 through 4.
Enpl oyees qualified and available for placenent in any non-supervisory
positions WG - 4 and bel ow, excluding those requiring notor vehicle or
sew ng nmachi ne operation, may be registered for the WG-00000 series.

c. General Trades Helper - WG-01111, Gade 5. Those
enpl oyees qualifred as trades or crafts helper at the W5 | evel and
who are available for any Trades Hel per position, may be registered
for the WG-~0111l1 series in addition to specific occupational series.
Regi stration in the WG-0111l1l series is limted to grade 5 only.

22. Enpl oyees ( except those displaced enpl oyees who decline part-
time positions under provisions of paragraph A2b above) w il not be
registered for any grade at or below that to which R F or reenpl oynent
rights assignnment is avail able.

- 23. Enployees wll not be registered for Attorney, GS-905
positions because of the special procedures required for appointing
enpl oyees to these Excepted positions.

24. Enpl oyees who have conpleted training or devel opnent, or who

are otherwse fully trained, wll not be registered for referral into
trai nee level vacancies. For exanple, a journeyman wll not be
registered for referral back into apprenticeship positions, or a
graduate of an Intern Programw || not be registered for referral back
Into the trainee position. Enpl oyees may be registered at the sane or
| ower grade level in other skills for which theﬁ fully qualify for
continued training, and nust be identified wt option code TRA.

Advanced trainees may be registered for pernmanent |evel positions at
their current grade |evel or below for which they are fully qualified
as a separate skill line entry without the TRA option.

25. Al data required for registration in the PPP nmust be coded on
DD Form 1817. The formis to be signed by the registrant and the
registering civil ian personnel official and pronptly forwarded to DDSC
for conputer processing. Wen an enployee is at a |ocation renote
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fromthe registering activity causing a delay in obtaining a signature
for registration, the enployee’s signature may be onmtted, and a note
to this effect entered on the registration.

26. Each registering activity wll establish a 30-60 day time-
phased plan for review of each registration, depending upon the

potential period of registration. \Wen a registrant fails to receive
an offer within the period of tine set, and it appears unlikely an
offer wll be received, the reglstrant wll be counseled on the

various possibilities of increasing placenent opportunities.

a. Enpl oyees registered prior to receipt of a specific RF
separation notice nust, upon receipt of such notice, have file
mai nt enance subnitted to i nvoluntarily add the approprlate skills and

activities considered to be wthin their commuting area, unless
al ready contained in the Programresune.

b. Skills, lowest acceptable grade levels and areas of
referral may be revi sed by the registering civilian personnel office,
Wi th t he registrant’ s concurrence, to | Nprove pl acenent
opportunities. For expansion of area of referral beyond coverage of
Chapter 3, paragraph B9, Zone or Conponent Coordi nator approval, as
appropriate, nust be obtained. When such authority is obtained, DD

Form 1817, Regi-stration, and DD Form 1819, File Miintenance, are to be
annotated to advise DDSC that the expanded area of referral has been
aut hori zed by the Coordi nator. Changes in areas of referral wll be
confined to the m ninum areas necessary to assure placenent.

C. Civilian Personnel Oficials wll obtain initials of

enpl oyees on file maintenance forns when enployees are avail able,
ot herwi se they should assure the enpl oyees are aware of changes nmade.

27. The releasing activity will assure that the registrant neets
all reasonable and realistic selective factors as well as know edge,
skills and- abilities required for any position under consideration

and, if fully qualified, immediately comrunicate the offer to the
regi strant. The registrant nust advise the registering activity
Cvil ian Personnel Of ice of the acceptance or declination not |ater
than the day follow ng rece|pt of the offer. The releasing activity

nmust seek clarification of “any tentative job offer received for which
sel ective or special requirenents are not clear or are inadequate for

a good qualification determ nation.

28. ‘L'he registering activity «civilian personnel office wll
determine the validity of offers and report all declinations of a
valid offer to DDSC. A valid offer is defined as an offer froma DoD
activity for which the enployee is registered, of a continuing
position and grade |level, which parallels or exceeds the working hours
of the position of the registrant. |f the registering activity
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determnes that the position offered does not constitute a valid
offer, no declination will be reported to DDSC and, consequently, the
registrant wil 1 remain in the Program Requi sitioning activity shoul d
use Report Action 26, not code 15. The followng are sone exanpl es of
valid and invalid offers:

a. An offer, which in the opinion of the registering activity
constitutes an unreasonable difference in working conditions,- such as,
excessive travel, hazardous work, exceptional physical requirenents,
or emergency essential - positions are instances in which the
registering activity nmay determne that an offer is not valid.

b. An offer at a location renpote from the gaining activity
wll not be considered a valid offer when the registrant’s area of
referral was not intended to include the renote site.

c. An offer of a position identified as having return
obligation is not a valid offer.

d. An offer of a position at an activity identified as a
candi date for closure, mpjor curtailment or relocation wll be

determ ned as valid or invalid, under guidance of paragraph J13b, page
2-13.

-e. An offer of a position in a function under study for
possible contracting out wll be nade to the registrant. The
registrant will be ful 1y inforned of the possible contracting out.
The offer will be considered valid and the necessary report action
Wil be submtted to bDpsSC. The offer wll be considered not valid if
decl i ned when a PCS novenent is required.

f. The offer of a position requiring nmandatory purchase of
hand tools requiring a substantial nonetary investment by the
registrant wll not constitute a valid offer if such a purchase
represents a requirenment over and above that in the registrant’s
current position.

o« An offer of a tenporary position of one year or less
duration is not cons idered a val id offer and neither acceptance nor

declination of the offer wll delete the individual from the PPP.
However, an enployee will rece ive only one offer of tenporary
enpl oynent . If he/she declines, the “T" mustbe renoved from el enent

33 by File Mintenance.

h. An offer of a tenporary or term position expected to | ast
| onger than one year is not considered a valid offer if declined by
the registrant. 1f after being advised of its duration, the

registrant accepts the offer, he/she will be deleted fromthe PPP as a
valid placenent.
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i. An offer of a position with a single option code to an
ind ividual registered for a position in the sane series wth dual
option codes, one of which matches the vacancy, will be considered a
valid offer if declined by the registrant.

j. An offer of a position requiring execution of a nobility
agreement will not be considered a valid offer if the enployee is not
currently serving under a nobility agreenent and the declination is
based on the enployee’'s refusal to sign a nobility agreenent.

k. An offer of an excepted position to a registrant who

currently holds or Jlast held an excepted appointnent, will be
considered a valid offer and declination will result in the enployee
being deleted from the Program However, the enployee who did not
hold an excepted appointnent at the tine of registration wll be
advi sed of the excepted nature of the vacancy and if the offer is
declinﬁd, it will not be considered a valid offer or reported to DDSC
as such.

1. An offer of continuing enploynent from a non-DoD Feder al
agency which neets the sane conditions as those for which the enployee
IS registering ( including paynent of travel and transportation
ex?e_ndseslzf, except for the activity being non-bDoD, is regarded as a
valid offer.

m. An offer of a supervisory |Ievel position wll be
considered a valid offer if the registrant is qualified and avail abl e
for such a position, or if the offered position is a match for an
enpl oyee registered on a nandatory basis as a supervisor during the
specific notice period.

n. An offer of a full-time continuing position to a pernmanent
part-time, seasonal, intermttent or on call enployee is considered a
valid offer and declination of the offer will serve to delete the
i ndi vi dual from the Program wunless the person has restricted
availability to the sane type of part-tinme, seasonal, intermttent, or
on-call appointnent held at the tine registration eligibility was
established . Such registration is |[imted to the comuting area.

oo An offer of a specific Gs-200 Civilian Personnel
Speci alist position or GS-800 Professional Engi neer position for which
a registrant is referred because of availability for a Gs-201 or 801
position with the matching option (as listed in Appendix D), is a
valid offer.

p. An offer of a Gs-1, 2, 3, or 4 position, which is
classified in any series covered by X-118 Cerical and Adm nistrative
Support Standard , to an individual registered for the GS-300 series is
a valid offer when the grade |evel and option codes, if any, of the
position match those of the registrant.
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9. An offer of any position, which has been identified as a
testing designation position for randomdrug testing by the Head of a

Conponent wunder the provisions of bpop Directive 1010.9, 23 August
1988, is a valid offer for PPP purposes and unless other factors

dictate differently, the declination of such a position will serve to
del ete the registrant fromthe PPP.

29. An  otherwse eligible enployee nmy voluntarily accept
temporary Federal enploynent which does not require movement of

househol d, pending a permanent placenent, and still  continue
registration in the Program

30. Registrants who accept or decline a part-tine, intermttent,
seasonal or on call continuing position of which the nunber of hours
of -work are essentially the sane as that of the position held at the
time of registration eligibility will be deleted from the -program
Regi strants occupying full-tine pernmanent positions when registered
may decline offers of part-time, intermttent, seasonal or on call
positions and remain in the Program However, registrants occupying
full -time permanent positions when registered and who accept offers of

part-time, internmittent, seasonal, or on call positions wll be
deleted from the Program These offers wll only be nade to
registrants in the commuti ng area.

31.. An offer of a position will not be made if such placenent
woul d constitute a pronotion as defined in FPM Chapter 335.

32. The releasing activity wll inmmediately notify DDSC of all
pl acenents, declinations or changes in enployee’ s status (death,
retirenent, resignation, change in release date, etc.) . Changes which
make the registrant unavailable for placenent wll serve to renove the

registrant fromthe Program

33. All registrants wll be counseled at the tinme of separation,
of the requirenent to keep the civilian personnel office advised of
current address and tel ephone nunber where they can be reached to
receive offers and to advise the civilian personnel office if, for any
reason, they are not available for enploynent. Enpl oyees who fail to
keep the registering civilian personnel office informed of their
wher eabouts will be renpbved from the Program The reg istering
activity will be responsible for maintaining enployee registrations on

a current basis by pronptly submtting appropriate file ‘maintenance to
DDSC .

34. The registering activity wll normally release enployees
wthin two weeks after positions are accepted, or in no case, later
than 30 days, w thout nutual agreenent between the releasing and
gaining activities. The normal per iod for an enployee to report from
an overseas activity to CONUS is 45 days, maxi num
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